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8.0 Property Submissions Introduction 

Property submissions are the original reason for preparing and reviewing 2530s.  Entities 

will use this submission when they want HUD's approval to assume either a specific role 

for a property or additional financial responsibility for a property in which they currently 

play a role.  Every property submission will have to have a reason, which the User will 

select from.  Under the reason drop down on the 2530 submission screen select from the 

following list:  

 Assignment/Assumption of HAP Contract 

 Change/New Management Agent 

 Existing Application for other Subsidies 

 Mark-to-Market 

 New Application for Capital Advance Grants  

 New Application for Mortgage Insurance 

 New Role for Property 

 Property Disposition Sale/Foreclosure Sale 

 Proposed New Property 

 Refinance Application for Mortgage Insurance  

 Rehabilitation 

 Transfer of Physical Assets 

In addition to identifying the reason for a submission, the applicant will have to identify 

the specific property role for which they are applying.  Under the role drop down on the 

2530 submission screen select from the following valid property roles:   

 Assoc. Vice President 

 Board Member 

 Board Officer 

 CEO 

 CFO 

 Chairperson 

 COO 

 Consultant/Packager 

 Consultant 



APPS Users’ Guide—Industry                                                                 Chapter 8 

                                              Property Submissions 

July 2010 FINAL  8-4 

 Contractor 

 Director 

 Facility Lessee 

 Facility Operator 

 General Contractor 

 General Partner 

 Investor Limited Partner in Limited Partnership 

 Investor Limited Partner 

 Key Principal 

 Leasee/Operator 

 Limited Partner 

 Management Agent 

 Managing Director 

 Member 

 Managing General Partner 

 Managing Limited Partner 

 Managing Member 

 Nursing Home Administrator 

 Nursing Home Operator 

 Officer 

 Owner/Mortgagor 

 President 

 Sponsor/Developer 

 Shareholder of General Contractor 

 Stockholder 

 Turnkey Developer 

 Vice President 

 

HUD field staff will review Property submissions, and if further review is required, the 

process will continue at HUD headquarters. 

The business rules for Property submissions are: 

 The Applicant of a property submission may be an individual or an organization 

and they must exist in APPS.  If the applicant is an organization, it must have 

completed a Baseline submission and must be an "active" organization (i.e., has not 

been bought out by another organization). 
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 The property the User specifies for the submission must be an active Multifamily 

property. 

 If the submission reason is ‗Transfer of Physical Assets‘, then the property role 

must be ‗Owner/Mortgagor.‘   

 Note: This submission is available to organizations only if a baseline has been 

established.  

    Note:  Starting a Property Submission will lock the baseline in process. 

 Note: After the submission has been sent to HUD, the comments field will only 

accept comments for a withdrawal of the submission. 

 Note: Only active properties (those with active FHA or Contract numbers) can 

have a 2530 submission. 

If you are not an authorized user/coordinator for the  participants listed in your 

organization structure, the participants will be appear to be grayed  out on the 

certification screen.  You have two options to continue with the 2530: 

Option 1:  The Coordinator/User should request authorization for the participant, 

complete certifications and continue with the 2530 Submission process.   

Option 2:  If authorization cannot be obtained: 

a. The Coordinator/Users must complete the 2530 Submission with authorized 

certifications and send it to HUD for review.   

b. The Coordinator/Users must advise the unauthorized participants to send their 

own 2530 for the same Property. 
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8.1 Creating a Property Submission 

1.  On the APPS home select ―Create Submission‖ from the Submission Processing drop-

down list. 

2.  Click  . The Create Submission screen will display. 

 

Figure 8-1: Create Property Submission Screen 

3.  Enter the applicant‘s TIN or SSN.  

4.  Click  . The Create Submission screen will display.  Select Property 

Submission from the Select the type of submission you would like to create: drop down 

menu.  Click on  
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Figure 8-2: Create Submission, Screen 

5.  The Property Search Screen will display 

 

 

Figure 8-3: Property Search Screen 
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6.  Enter the Contract Number 

OR 

FHA Number  

OR 

Property ID 

OR 

Property Name (you may enter a partial name) 

7.  Click  .  

8.  A warning will appear. 

 

9.  By selecting OK you are now locking your baseline and cannot make any changes.  If 

you would like to proceed, select OK 

10. The Property List screen displays. 
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Figure 8-4: Property List screen 

11. If there are several properties displayed, select the property for which you are 

submitting the 2530. 

12. Click  . The 2530 Submission Select Role and Reason screen 

displays. 
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Figure 8-5: 2530 Submission Select Reason and Role Screen 

13. Select a Reason for the submission. 

14. Select a Role for the submission.  

 Note: If the reason is ―Transfer of Physical Assets,‖ the role must be 

Owner/Mortgagor.  

 

15. Click  . The 2530 Submission Edit Contact information screen displays  
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Figure 8-6: 2530 Submission Edit Contact Information Screen 

 

16. You may edit contact information from this screen or click on  .  The 

2530 submission, Edit Applicant Comments screen will display. 
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Figure 8-7: 2530 Submission Edit Applicant Comments Screen 

 

17. If you wish to enter comments you may do so in the comments field.  

18. When comments are entered, click  . The 2530 Submission, Certify 

Submission screen displays 
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Figure 8-8: 2530 Submission Certify Submission Screen 

 

19. If you have not certified your submission, you may do so by selecting the  

button.   

 If you are not an authorized Coordinator/User for the  participants listed in your 

organization structure, the participants will be appear to be grayed  out on the 

screen.  You have two options to continue with the 2530: 

Option 1:  The Coordinator/User should request authorization for the participant, 

complete certifications and continue with the 2530 Submission process.   

Option 2:  If authorization cannot be obtained: 

a. The Coordinator/Users must complete the 2530 Submission with authorized 

certifications and send it to HUD for review.   
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b. The Coordinator/Users must advise the unauthorized participants to send their 

own 2530 for the same Property. 

20. The Participant Certification screen will display. 

 

Figure 8-9: Participant Certification Screen (1 of 3) 
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Figure 8-10: Participant Certification Screen (2 of 3) 
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Figure 8-11: Participant Certification Screen (3 of 3) 

 

 

21. The screen will refresh with the message ―Save has been successful‖. 
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Figure 8-12: Participant Certification Screen  

 

22. Click on 2530 Submission button at the bottom of the page.  The 2530 Submission 

Certify Submission screen will display with ―Yes‖ listed in the Certified column. 

23. Click on .  The 2530 Submission Send to HUD screen will display 
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Figure 8-13: 2530 Submission Send to HUD screen 
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8.2 Sending to HUD 

1. From the 2530 Submission Send to HUD page, If all information is accurate click on 

 

2. A message will appear.  If you would like to proceed, click on OK. 

 

3. The screen will refresh with the message ―Submission sent to HUD Successfully‖ at 

the top of the page. 
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Figure 8-14: 2530 Submission Send to HUD screen 

 Note: Once sent to HUD the status will change from ―In Process‖ to ―F.O. 

Review.‖ 

 If the participants in your organization structure have previous participation that is 

different from the applicant, they are required to submit their own 2530 for this 

submission. 

 Once the Property Submission has been approved the new property should be 

added to the previous participation of all the participants in your organization 
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structure via the Edit Previous Participation option on the APPS home page. 

(Please refer to Section 5.2.2 for more information) 

8.3 Canceling the Submission 

1. You may cancel the submission if you entered incorrect information or no longer wish 

to send the 2530 submission, by clicking  .  

2. A warning displays. 

 

3. Click  to cancel the submission. 

8.4 Printing the Signature List and Previous Participation Certification 

1. You will need to print the Submission, after you have successfully sent to HUD and 

Submit the hard copy along with the signatures to the Address listed on the Submission 

Package.  Click on  button on the 2530 

Submission page. 
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2. The 2530 Submission Package Screen will appear. 

 

Figure 8-15: 2530 Submission Package screen (1 of 3) 
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Figure 8-16: 2530 Submission Package screen (2 of 3) 
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Figure 8-17: 2530 Submission Package screen (3 of 3) 

 

3. Click  on your browser‘s toolbar.  Once you print the Submission Package you 

need to obtain signatures and send the hard copy to HUD.   

4. Click  on you browser‘s toolbar to exit the 2530 Submission Package. 

 8.5 Querying the Submission  

Refer to Chapter 17, Submission Queries 

 

8.6 Withdrawing the Submission 

 Note: You may only withdraw a submission after it has been sent to HUD and 

before it has been reviewed. 
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Refer to Chapter 7, Editing, Sending, Canceling, Withdrawing Submissions, Section 7.4 

Withdrawing the Submission 


